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DO NOT PLACE PHONE ON HOLD!

M Mute (best option)
M Leave off hook

&5




PA Webinaf — Revised Agenda

« Perm FT to Perm PT (or vice versa)

« Temporary or Intermittent > Accepted
Permanent Position

 Reinstate FT employee from LOA to
PT

 Workflow Report
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Choose the Appropriate Action

When these conditions apply:
— a permanent employee is moving from FT to PT (or vice versa)

— a temporary or intermittent employee accepts a FT permanent

position

The appropriate Action is determined by the position:
— If position number does not change:
« the Action is Appointment Change
— If position number does change

* the Action is either Transfer or Promotion

Remember! An Action is required—do not adjust individual
Infotypes
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Use the Job Aid to Determine Reason I s Coolin

Office of the State Controller]

PA Actions-Definitions-Reasons

Reason and Definition

Appointment Change - the change in employee’s AT : : : =

type of appointment. Such as permanent, probation, + Supplemental to Probation — employee is changing from Tempurary status to a

time-limited, time-limited probationary, trainee, etc. Probationary status, within the same position, but the employee must serve a
probationary period.

i <n°t changi . + Supplemental to Permanent — emplovyee is changing from a Temporary status to a

Note: ployee isn't ging position Pe:maneﬂtslams w:lhmihtsameposmon,mwhmhﬂle anplnynmtmthe

+ Probation to chmanent emploj'ee llas cumpleied t.‘m': pmbauonarjr period.
Probation/Time-Linuted to Time-Limited — employee has completed the
probationary time-limited period.
Tl.me—lmhad to P:::manmt ::mploybe has exceeded 36 months of employment or

Part-Time toFu]l—Tlm:: anpluyeehmns will be 40.

Full-Time to Part-Time — emplnyeehomswﬂlbe less than 40.

Choose

the —
applicable

reason

+ Trainee to Probation — employee has completed trainee progression but hasn’t
completed the probationary period.

+ Probation to Trainee — employee has accepted a position with a training progression.

- P::m]aneﬂt to Trainee — employee has accepted a position with a training

Suppl::m:ntal to Trainee — emplovee 1s changing from Temporary status to a Tramee
These are new

Suppl::m:ntal to time-Limited — employee 1s changing from Temporary status to a
Time-Limited status.

Supplemental to Probation TL — emplovee 1s changing from Temporary status to
Probation time-Limited status.
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Use the Job Aid to Determine Reason (cont.) B o, ool

Office of the State Controller]

PA Actions-Definitions-Reasons I

Reason and Definition

Transfer - the movefpent of an employee from one Agency to Agency Lateral - movement to a position assigned the same salary grade

5 or movement between positions from one career-banded class to another with the
same journey market rate or movement to a position within the same banded class
with the same competency level.

Agency to Agency Re-assignment - movement to a position assigned a lower salary
grade or movement between positions from one career-banded class to another with
a lower journey market rate or movement to a position within the same banded class
with a lower competency level.

Agency to Agency Promotion - movement to a position assigned a higher salary
grade or movement between positions from one career-banded class to another with
a hugher journey market rate. or movement to a position within the same banded
class with a higher competency level.

Within Agency Lateral - is a change in status resulting from assignment to a position
assigned a same salary grade or movement between positions from one career-
banded class to another with the same journey market rate.

Within Agency Re-assignment - is a change in status resulting from assignment to a
position assigned a lower salary grade or movement between positions from one
career-banded class to another with a lower journey market rate.

Grade Band Transfer - Employee movement between banded and graded classes.
o Banded to Graded Classes

et AP a3, AR 1O BRI ClaSSl et g g g
PA Actions-Definitions-Reasons

Reason and Definition

Promotion - nyfvement to a position assigned a higher Promotion - is movement to a position assigned a higher salary grade or movement
3 dgeff movement between positions from one between positions from one career-banded class to another with a higher journey
arcel-banded class to another with a higher journey market rate or movement from one position to another within the same banded class

market rate or movement from one position to another with a higher competency level.
within the same banded class with a higher

competency level. Promotion Inc-After Eff Date — employee receives remainder of increase with a

current effective date.

Acting Promotion - is a temporary movement to a position assigned a higher salary
grade or temporary movement between positions from one career-banded class to
another with a higher journey market rate or temporary movement from one position
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(& beacon
C r eat e WO r kfl O W CONS'S@C\’ North Carolina

Office of the State Controller

« ZPAAQOT6
— Personnel No.
- Effective date
— Action type: Appointment Change, Transfer or Promotion
— Reason:
— Choose as applicable

* Click Create

=

| Action  Edit Goto  Systern Help

| & 23 0H QAR SHE f0H0 AR Q)
AN Pployee Action Request

k@)ﬂ

Existing FCR No.

Fersannel Ma. Th4R Aimee Chong

Last 4 digits (S5M) First Last
Effective on 10/20/2008

Action Type 9 Appointment Change (WNC)

Reasaon oke] Supplemental to Permanent
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 Change Employee Group and Subgroup
« Enter Salary on WF (not ITOOO8 Basic Pay) — salary is the amount
the employee will be paid
— Employee is paid 100% of the salary amount
— Position may be funded higher than employee salary
Employee Action Request /
e Save
. . Mo R e
) Use SerVICeS for ObJeCt Effective on 18720/ 20885 Chng Q- ¢
to write note to Approver T £ el T
. Initiate WF 2 8 o :;2121*512;9;

[Jwark Against

Basic Pay
Pay Scale type 82| Banded Pay Scale type 02| Banded
Pay Scale Area Bfi| Career Banding Pay Scale Area 06| Career Banding
Pay Scale Group 30005037 Level |J Pay Scale vl |
Annual Salary o.eg Hrly Sal 2085 Annual Salary 6B, 000,80 Haourly Salary
Calc Step - O Mkt Index 1806.00 100,88
Min e e —
Max 63,080,608 Mext Inc Date
Dates

Last day worked
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Process Approved PCR

« After PCR is approved and received in Inbox, process as follows:

— If approved PCR is for permanent employee FT to PT (or vice
versa), execute PCR and process infotypes (see subsequent
slides):

o 0000 - Actions

o 0001 - Organizational Assignment
o 0007 — Planned Working Time

o Subsequent Activities pop-up

o 0008 — Basic Pay

o 0019 — Monitoring of Tasks

o 0041 — Date Specifications

o Explicitly complete WF item

— If approved PCR is for temporary or intermittent employee to
permanent position: @



INTEGRITY

FT to PT (or vice versa) ITO000 (g De~con

(098 North Carolina
Office of the State Controller
=
Infotype  Edit Goto Extras Systern Help

| @ 1 9B @@e CHE nnon RE @0
Copy Actions (0000)

DD |® Execute info group ||f Change info group |

Pers Mo 100ERR24
Mame Jimmy@3 ChonezB3

EEGroup A SPA Emplayees PersA 4601 | Cultural Resources

EESubgroup | Y FT o-F o0 T Perm
Start 10/29/2008 tcl 127431799949

 — All information should have been
entered in WF to default here.

Fersannel action
Action Type Appointment Change (NC)
Reagon for Action B5|  Full Tirne to Part Tirme

S

Status S ———

Customer-specific

o}

Employment Active

o}

Special payment Standard wage type

o}

Qrganizational assigW
Fosition GO083TE6

Security Guar

Personnel #rea 4601 Cultural Resources
Employee &roup ) SFAEmployees
Employes suWgroup 1 PT S-FLSAOT Perm

e —
Additional actions
Start Date |A|:1. |A|:ti|:|nT§.rpe |Pu:tR |Reasunfnrau:tinn
10/29:2008 £9  Appaintment Change (MC) 04 Full Time to Part Time |_|
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FT to PT (or vice versa) IT0001 JEQ Decon

Office of the State Controller
=
Infotype  Edit Goto  Extras  Systerm Help

| & 1 IBIeee CHE nnha AR QB
Create Organizational Assignment (0001)

Personnel No  |10000024 Mame Jimmyd3 Chonez@3
EEGroup & SPAEmployees Perss 4601 Cultural Resources
EESubgroup |¥1 PT 5-FLSAOQT Perm Statu  Active
Stant 1I3a'29a'2|3881|:| 12743179889
Enterprise sruciure All information should have been
cocesz [N EVTECER entered in WF to default here.
Fers.area 4681 Cultural Resources Subares MCE1 Tday Mo
Cost Ctr 469999949499 CULTURE RESOLUIR Bus. Area 4600 Cultural
Fund 469999399 CULTURE- SUSPEI
Func. Area GONREAREAREAREET General Governrment

Fersonnel structure
EE group & SPA Employees Payr.ares b1 MNC Manthly
EE subgroup | Y1 PT S-FLSAOT Perm Contract g

Organizational plan

Fercentage |(100.00 Assignment
Fosition BOD83706 3020000

Security Guard T .
ke T a ot Always 100% on ITO001 Organizational
Security Guard ASSignment

Org. Unit 20010276, 48030203268
CR CDS MOA OPS Sec
Qv key
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FT to PT (or vice versa) ITO0O07
|E71nﬂ:|hrpe Edit
| @

Goto

(RB0VNeY North Carolina
Office of the State Controller
Extras  System  Help
200 a2 HE | o L o
Copy Planned Working Time (0007) / Select Work schedule rule (WSR)
| Work schedule |
Personnel Mo |10000024 Mame my@3 Chonezd3
EEGroup ) SPA Employees 4661 | Cultural Resources
EESubgroup |1 PT S-FLSACT Perm Active
Start 10729/ 2008 Tu:u 124314
Work schedule rule
Wiatk schedule rule D1EHE4GN| MTWHF-4, S55-0
Time Mgmt status 1 - Positive Time Recarding =
YWarking week Wik - Sun (mdnf) - Sat =
[v]arttime ermployee
Wioriing fime Select or de-select as appropriate
Employment percent 100,00
Daily warking hours 4,080

Wigekly warking hours 20 L —

Manthiby working i 86 .65 Hours default from WSR
Annual working hours 1040 .00

Wieekly w

Always 100% on ITO007

Planned Working Time
Slide 11
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FT to PT (or vice versa) Subsequent Activities

Create General Benefits Information (0171)

Personnel Mo | 10000024 Mame dimmyB3 Chonezi3
EEGroup A SPA Employees Ferss [4601 | Cultural Resources
EESubgroup |B1 FT 5-FLSAOT Perm Statu  Active
Start 10429/2008 o 12¢31/9999

III?F'DSSibIE subseguent activities
(ET=Ty

@ Enrolled on 104292008 .
™ : May or may not appear depending
151 Tomminated on (075875008 s Elg upon Action and Planned Working
2N O Autarnatic Flans oo fees Time

(O Default Plans

Al plans

Add. functions 10/29/2008
O Plan overview

O Enrallment Farm

O Patticip. Manitar
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FT to PT (or vice versa) ITO008
|E7lﬂfﬂhfpe Edit Goto ‘Wage types Systern  Help

| @ 190 e@e LHE nnon BE @
Create Basic Pay (0008) ,

| Salary amount || Payments agz(geductinn

Personnel Mo

Eufras

Enter Reason (Appointment Change,

Transfer or Promotion)
Jimmyd3 Chaonezd3

10080024 Ma

EEGrup ] SPA Employees Perss [4601 | Cultural Resources
EESubgroup | Y1 PT 5-FLSAOT Per Statu  Active
Start hEI.fEQ.fEBDBtn 1243179594949
Always 100% on ITO008
Basic Pay
Subtype ] Basic contract
Salary l /
Reason Capacity LHil. Level 100,08
PS type A1 Graded Work hoursiperiod 86 .65 |Maonthly
PS Area {1 Annual Salaries Mext increase
FS group GRES Level |GR Annual salary 12, 000,00 |USD
4
L) |WageTﬁ,rpe Long Text |O |Am|:|unt |Curr |I |A |Numherfyﬁit|Unit
1000 Regular Salary

1 000.00 USD / H

Salary defaults from WF—this is what
the employee will be paid

[~]
0] [ [«][»]
12#3139999@3

IV |[16/29/2008| - B.gE s
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FT to PT (or vice versa) ITO019 (g De~con

(098 North Carolina
Office of the State Controller

[
Infotype  Edit  Goto Extras Systern Help

| @ 2198 @@ CHE DnLn PR @
Create Monitoring of Tasks (0019)

Fersonnel Mo |1E000B24 Matme Jdimmy@3 Chonez@3
EEGroup & SFPA Employees FPersa (4601 | Cultural Resources
EESubgroup |1 FT S-FLSAQT Perm Statu  Active

Use or skip as applicable

Task

Task Type e

Date of Task [+ Frocessing indicatar Mews task g
Reminder

Reminder Date
Leadifollow-up time

Comments
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FT to PT (or vice versa) IT0041 g bercon

Office of the State Controller

=

| Infotype  Edit Goto  Estras  Systern Help

|@ 3 A0 @AM DAL ey I S
ITO041 Date Specifications affects:

Copy Date Specifications (0041) . Benefits
» Payroll

» Longevity for Judicial and Lottery

Personnel Mo | 10000024 Marme Jinmy@3 Ch
EEGroup o SPA Employees PersA [4601 | Cultur
EESubgroup |1 PT 5-FLSACT Perm Statu  Active

Start 10/29/2008 [#)to 12¢31/9999

Date Specifications
Date type Date Drate type Date
@1 Qriginal Hire Date g1/4e1 /2008 B2 Agency Hire Date B1/@1/2008

Defaults from WF
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FT to PT (or vice versa) Explicitly Complete (€ I

Office of the State Controller

L=
HRE Master Data  Edit Goto  Extras

) =
Personnel Actions
)

Business Workplace of Workflow Initiator

|§ Mew message ||[H] Find fnlderH[H] Find dncument” Appnintmentcalendar”@a Distribution

Settings  System  Help

@ IOERE DO

Fersannel no. |1EIEIEIEIEIEE

Mame Jimmytl4 Chonezb4 = 3',' Vorkplace: Workflow nitiator |ﬁ]|@|&f|| I”ﬁ
EEGroup A SPA EmMplovees Persh 46687 | Cultur: I@ThisWDrkltem Has To Be Completed Explicitly... B
EESubgroup |¥1|  PT 5-FLEACT Perm Costs (4699999939 [ [ @iy | Byachmnts || @0agents | B
Fram 1043172008 —

4601 Create PA Action - Salary Adjustment (NC) for Jimmy04
Chonez04 - PCR: 1000005274

Fersonnel Actions

Action Type Fersonn |EE Qrougp
Mew Hire (RG) Description Objects and attachments
Promotion (M) PCR Initiator, » PAPCR: Jimmy04 Chonez04
— PCR:1000005274
_HE-Instater‘nent (NC) Please complete all data for the new + PCR_list- Workflow Tracker
Leave of Absence (M) personnel action for Employee Jimmy04
= Chonez04 ~ Personnel #10000025 based
—QUIEH Entry (NC) PR on the attached request.

* Make sure to Save your changes before
exiting from the screen, and do not press
the ‘Complete Work ltem’ button until the
necessary changes have been
Completed.

** |f you need to Cancel the entire PCR,
click once on the work item to highlight
it. press the "Other functions. " button ﬂ

-
il |v’ Complete Work Itetn goancel

/M\
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Temp/ Intermittent > Accepted Perm. Position

 If temporary or intermittent employee accepts permanent
position, it is still an Action.

If position number did not change:

— Appointment Change

If position number changed:

— Transfer or Promotion

All temporary and intermittent employees are Bi-weekly

Therefore the Action causes a move from one payroll type to a
different payroll type (except within DOT):

— Create PCR Action in Workflow
— When PCR is received in Inbox, do not execute (except DOT to
DOT)

e Contact BEST

Slide 17




INTEGRITY

_ 2 beacon
Communicate to Agency Lo

Office of the State Controller

« Always contact other Agency as soon as offer has been

accepted

— Make sure there are no gaps between employment with
leaving Agency and receiving Agency

— Be sure that all time was entered, released and approved

November 2008

Tuscday Wadnscday Thursday m
2 3 4 5 6 T
0423 PY 4EE FY
Time Entry COB| Comeotions Caorreotionc
9 10 11 12 13 14
23 PY Veteran's Rage Posied CMCE Roas 0423 Fay Day
Finallzation Dw to CMCE SubmEted 0424 Perlod End
Tims Entry COB
16 17 18 19 20 21
o111 P D424 PY 0424 PY 0424 FY
Tims Entry COB Caorrsationc Cornestions Comesticns Finalization
i F 4 P il P
Corresiions Correpdlions Finalzation
23 24 25 26 27 28
Fags Fosted fo CHMCE Reqs 0424 2oy Day | Thanksgiving | Thanksgiving
CMCE Submiiind 0111 Pay Day 0426 Feriod End
30 Rogs Pocted fo CHICE Reqge
_ CMCE Eubemitiad
.=_I_| Farlod Time Entry COB
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Before You Begin Temp/ Interm. to FT Position

Scenario: A temporary or intermittent employee has accepted a
full time position in your Agency.

» Refer to slide 3 regarding the Action type

Do not separate the temporary or intermittent employee
« Before initiating WF use PA 20 to:

— View employee and Action
— Make sure employee does not have separation

— See if active ITO027 (Cost Distribution) exists

* It one exists, it must be delimited (do not delete) effective the day prior

to new Action
* If employee’s last Action is separation:
— Contact BEST
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INTEGRITY

About IT0041 for Temps and Intermittents I Decon

Office of the State Controller

=
Infotype  Edit Goto  Estras  Systern Help

| & 198 €@ SHE anon BR @m
Copy Date Specifications (0041)

Personnel Mo |[1TOR0EEZ4 Marme Jimmy03 Chonez@3
EEGroup o SPA Employees PersA [4601 | Cultural Resources
EESubgroup |1 PT 5-FLSACT Perm Statu  Active

Start 10/29/2008 [#)to 12/31/9999

Date Specifications
Date type Date Drate type Date
@1 Qriginal Hire Date g1/4e1 /2008 B2 Agency Hire Date B1/@1/2008

/

 If temp or intermittent converted to BEACON emp will have 1T0041

— BEST will change both dates to date emp became permanent

* New temp or intermittent created in BEACON will not have IT0041
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INTEGRITY

IT0041 is Maintained by PA R Dc"CoN

Office of the State Controller

Job Aid at Beacon University

INTEGRITY

Online
s North Carolina Application H&|p

Office of the State Controller

Home Printable Version
Search @

Date Specifications
Find Content By:
Select One: v Trigger:

There is a need to change a date on an employee's record to accurately reflect their career for the calculation of leave accruals and longevity payments. The business process for
processing leave accruals, longevity and FMLA eligibility uses dates on an employee's record.

Business Process Procedure Overview

The Date Specifications Infotype (Infotype 41) stores date types that are used by Time
Evaluation and date types that are relevant for other HR functions. Maintenance of Infotype 41
will usually be done through PA Actions using transaction PA40. Maintenance of Infotype 41
outside of HR Actions should be infrequent and will by done via transaction PA30. Itis important
that the dates on Infotype 41 are an accurate reflection of the employee's State career. Time
Evaluation bases leave accruals and longevity payments on date types contained on Infotype
41. Supplemental Staff employees will not have an Infotype 41.

The following two dates will be maintained for an employee from the date of hire.

Date type 01 - Original Hire Date

An employee's Original Hire Date will represent the date the employee was first hired by the
State. This date will remain the same throughout the employee's State career and should not be
changed on Infotype 41.

Date type 02 - Agency Hire Dare

An emnloves's Anencv Hire Nate is initiallv cet tn the emnlavees's hire date  This date fune is




IT0041 Date Types — All Perms Have These Two 8 /"

3 North Carolina
Office of the State Controller

All permanent employees have these two dates on ITO041 Date
Specifications:

« Date type 01 - Original Hire Date
— Date employee was first hired by the State - remains the same
throughout the employee's State career and should not be
changed
« Date type 02 - Agency Hire Date
— Initially set to the employee's hire date — automatically changes
based on an employee’s reinstatement from leave, separation or

transfer from one State agency to another State agency.
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Judicial or NCEL Additional Dates

Employees hired at Judicial or NCEL have the following date
types to track agency specific service on ITO041 Date
Specifications:

« Date type 07 - Lottery Anniversary Date
— Date an employee is hired into or transfers to NCEL — used to
accrue an employee's personal leave day each year and to
manage agency specific service.
« Date type 04 - Judicial Anniversary Date
— Date an employee is hired into or transfers to Judicial - used to

manage agency specific service.
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ITO0O41 Date Specification Date Types

The following date types will be created and maintained as
necessary.

« Date type 03 - Last Day Worked Date
— The employee's final day of work prior to a separation from the State.
« Date type NR - 457 Catch-Up Date
— Date at which the employee will turn 65 and is thus eligible for
additional contributions into the 457 Savings Plan. Day type NR will
only be created if an employee is eligible and requests to make
additional 457 contributions.
« Date type 06 - Notification of RIF
— Date an employee is officially notified his/her current position will no
longer be available. This date also represents the beginning of the

12 month period of RIF eligibility and benefits.
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Reinstate FT Emp from LOA to PT Temporarily

Scenario: A full time employee is returning from a leave of
absence. Due to the nature of the employee’s iliness (surgery,
accident, etc.) the employee will not be able to return to full time
work right away. Therefore the Agency and HR have made a
decision that the employee will be able to return to work on a
part-time basis for a short period of time, and then will return to
full time work.

The key is that the employee is normally a full time employee
and will eventually come back full time—their part-time status is
temporary.

Note: This is not an employee returning part-time from Worker’s
Comp.
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Reinstate FT Emp from LOA to PT Temporarily

Scenario (see previous slide)

Do not change (ITO0O08 Basic Pay)—use Reinstatement
Action
— Delimit IT2003 Substitutions
— Full salary amount
a. If never coming back FT, in Reinstatement WF change
employee subgroup and salary)
* Bring back as full time employee
* Adjust ITOO07 Planned Working Time to their normal full time
work schedule and positive time
— If normally negative time, ITO019 Monitoring of Tasks reminder
to put back to negative when goes back to FT

« If normally on a 40 hours week work schedule, manage time
with 9400 for hours not worked
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Workflow Report

0 <51 (2 0y e e ] | -
Mame of reason for action |WF Approval Lvl |PCR D Pers. Mo. |Act. |Start date |SSN(I3Q_'
Cultural Resources Promotion (WC)  |Promotion Agency Approvyiz1000n0s4s0 Snnanzed 74 AERASANL .
. . . k)
Cultural Resources Promation (MC) Promotion Agency Approvd List Edit Goto Views Seftings System Help ‘
- " e} L [ {
Cultural Resources Promotion (NC)  |Promotion Agency Approv. @ g o8 B Bho0 0@ -
Cultural Resources |Promotion (NC)  |Promotion Agency Approv L
- -
Cultural Resources Promotion (NC)  |Promotion Agency Ap l
Cultural Resources|Promotion (MC)  Promotion Agen OM Workflow PCR Li .
: : orkflow ist }
Cultural Resources |Promotion (MC)  |Promotion Agen »
. : Agency [Action text ppraval Lyl [WF Status |Greator Na[Position T Effective Date|[Processed  [PCRID %
Cultural Resources|Promation (NC)  Promotion Agency Appro® A [Funding Approval | In Process At Handler 040172008 |04/01/2000 (500000195
Cultural Resources |Promotion (NC)  |Promotion Agency Approyy Cutural Resources Reallocate Position Up - Agency Approval | Approved Archivist Il 06/30/2008 |06/27/2008  S00000203
. " Cultural Resources Reallocate Position Up  |Agency Approval | Approved Archivist 11 06i30/2008 |06/27/2008 4000002
Cultural Resources Promotion (NC} Promation .-‘\QEI']CY.-‘\DDI'UV Cultural Resources Reallocate Position Up  |Agency Approval | Approved Archivist 11 06i30/2008 | 0O6/27i2008 500000203
Cultural Resources |Promotion (NC)  |Promotion Agency ApProvi| Cultural Resources | Reallocate Position Up | Agency Approval | Approved Archivist Il 0B/202008 |06/27/2008 500000203
Cultural Resources | Promation (NC} Promotion .AQEI']CY' .-‘\DDI'CI\J' Cultural Resources Reallocate Poswt!on Up  Agency Approval | Approved Arch!\f!st LI} 0B/30/2008 |DB/27i2008 50000020
Cultural Resources Reallocate Position Up  |Agency Approval | Approved Archivist lll 0B/30/2008 |DB/27i2008 50000020,
Cultural Resources |Promotion (NC)  |Promotion Agency APProvi cultural Resources Reallocate Position Up | Agency Approval | Approved Archivist Il 06/30/2008 |06/27/2008 50000026,
Cultural Resources | Promotion [NC} Promotion .-G\QEHCY.-G\DDI'OV Cultural Resources Reallocate Position Up  |Agency Approval | Approved Archivist lll 0B/30/2008 |DB/27/2008 5000002
- - Cultural Resources Reallocate Position Up | Agency Approval | Approved Archivist lll 0B/30/2008 |DB/27/2008 5000002
Cultural Resources|Promotion (NC)  |Promotion Agency ADProvy| cuftural Resources Reallacatz Position Up | Agency Approval | Appraved Archivist Il 05/30/2008 | 06/27/200 | 50000026)
Cultural Resaurces Promotion (NC} Fromotion Agenw,ﬁ‘pprov Cultural Resources Reallocate Position Up | Agency Appraval | Approved Archivist Il 0Bf30/2008  |DB/2Ti2008 SUUUDD
Cult 'R p fi NE p = A 7 Cultural Resources | Reallocate Position Up - Agency Approval | Approved Archivist Il 06/3002008 | OB/27i2008 SUDUDDQD
ultural Resources | Promation (NC)  |Promotion AOENCY APPTOVY ¢ iral Resources Reallocate Postion Up | Agency Approval | Approved Archivist il DBGOMODE | 0B/27/2008 500000201
Cultural Resources |Promotion (NC)  |Promotion Agency Approvi Cutural Resources Reallocate Position Lp  Agency Approval | Approved Archivist Il 0BI30/2006 |0B/2Ti2008 50000020
z z Cultural Resources Reallocate Pasition Up | Agency Appraval | Approved Archivist 11 083002008 O6/27/2008 5000002
Cultural Resources Promotion (NC} Fromotion .AQEHCY.ADDI'UV Cultural Resources Reallocate Pasition Up | Agency Appraval | Approved Archivist 1l 0Bi30r2008  OB/27i2008 SI]IJI]EIEI
Cultural Resources Promotion (NC)  |Promaotion Agency Approvi| cutural Resources Reallocate Position Up | Agency Approval | Approved Archivist Il 06/30/2008 | 06/27/2008 suuuuu
Cultural Resources SUSpenSiCIrI (NC} UrlSatiSfaC‘tOﬂ" Ferformance Agenl:y.ﬁ\pprov Cultural Resources Reallocate Posn!on Up  |Agency Appraval |Approved Arch!\r!stlll 063002008 |O6/27/2008 | S0000020;
- - Cultural Resources Reallocate Position Up  |Agency Approval | Approved Archivist 11 06i30/2008 |0O6/27i2008 4000002
Cultural Resources | Suspension (MC) Unsatisfactory Performance  Agency ADProvy cuttural Resources Reallocate Position Up |Agency Approval | Approved Archivist Il 06/30/2008 | 0B/27/2008 5000002
Cultural Resources SLIS[JEFISiOFI (NC} Unsatisfadory Perfarmance .-G\QEHCY.-G\DDI'OV Cultural Resources Position County Change |Agency Approval | In Process Processing Assistant v 06/30/2008  |0B/27/2008 50000020
- - Cultural Resources Position County Change |Agency Approval | In Process Processing Assistant Iv 06/30/2008 | DB/27i2008 SDDDDD
CUHUFEH Resources Suspe EIUFI (NC} UnSEItISfEICtUW’ Performance ..-‘\QEI']CY'.-‘\DDI'GV Cultural Resources Position County Change |Agency Approval | In Process Processing Assistant Iv 08/30/2008  DB/27i2008 SDDDDDQ
el '-wa ] wb' k‘ﬂ"‘“\hﬁnﬂrﬂu Cultural Resources |Position County Change | Agency Approval |In Process Processing Assistant v 06/30/2008 | 06/27/2008 SDDDDDQD
Cultural Resources Position County Change |Agency Approval | In Process Processing Assistant Iv 08/30/2008  DB/27i2008 500000201
Cultural Resources Position County Change |Agency Approval | In Process Processing Assistant Iv 06/30/2008 | DB/27i2008 SDDDDDQD
Cultural Resources Position County Change | Agency Approval | In Process Processing Assistant v 08/30/2008  |06/27/2008 | 50000020%,
Cultural Resources Position County Change |Agency Approval | In Process Processing Assistant v 06/30/2008  |06/27/2008 500000201
Cultural Resources Position County Change | Agency Approval | In Process Processing Assistant v 08/30/2008  |06/27/2008 500000201
Cultural Resources | Fosition County Change |Agency Approval | In Process Processing Assistant IV 08/30/2008  |06/27/2008 50000020
Cultural Resources Position County Change | Agency Approval | In Process Processing Assistant v 0B/30/2008 | 06/27/2008 5000002
Cultural Resources | Position County Change |Agency Approval | In Process Processing Assistant Iv 06302008  |0B/27/2008 | S00000200-
Cultural Resources Position County Change |Agency Approval | In Process Processing Assistant v 08/30/2008 | 0B/27/2008 SDDDW
Cunural Res urces P Coumy Change AgencyApproval In Process rocessing Assistant v 0B/30/2008  0B/27i2008 000,
= A e L st B o B




8 beacon

(098 North Carolina
Office of the State Controller

Workflow Report Overview

« The WF report allows Approvers and Managers to see at a glance the:

— type of Actions and reasons created in the Agency
— Actions that are awaiting approval and at which approval level

— length of time an approval has been waiting
« Transaction codes:
— ZPAO0189 ( PA reports)
— ZOMO0178 (OM reports)
 Reports can be run based on security by:
— Agency
—  Groups
— Individual PCR
« Access the Workflow Report Job Aid online at:
—  http://nhelp.mybeacon.nc.gov/beaconhelp/TOC7.html
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Searching for PCRs

« PA
— Personnel number
— Action type
— Personnel area
— PCRID
— PCR WF Approval Level

- OM

— Position ID
— Action
— Personnel area

— PCR IDPCR WF Approval level
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Report Options

Sort Filter Print Word Mail Graphic Select
Ascending Preview recipient layout

=B & (¢ 5| 53] | T (o (1) | (EEEY] || |

Sort Total Exce| Localfile ABC Change  Save
Descending analysis layout layout
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Modify Layout

« Use the Change Layout option to remove fields that you don’t
want to display from left to right

IE?Change layout

Displayed Colu Sort Order i Filter i Wiy i Display

N EAPY £

¢ Displayed Columns Col&mn Set

o MU gyl Column Mame

Mame of action type |E| Anency

Mew PSA E| Mame of reason for action

WiF Approval Ll ] Start date

FCRID | B ew PSS Type

Persannel numhber Mew PS Area

Action Type Mewy PS5 Grp

SSMilLast 4) Mewy PS Lyl

ey PA Besw Ann Sal

Reason for Action Currency

Mew EG E‘ Flanned comp. type

Mew ESG E

« Drag and drop columns on the report to change the order
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Save Layout

Save layout field

— Short name (begin with Z for user-specific)

Name

— Longer description for the layout

User-specific

— Only you have access

Default setting
— Indicates you want the layout to display each time the report is

run
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Use a Layout

Complete search criteria fields for the report
« Click the Select layout option

or

 From the menu: Settings > Layout > Choose
« Select the applicable layout option
» Execute the report
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